
CHAPTER 2

MANAGING THE OFFICE
OF THE CHAPLAIN

Most of the duties of a Religious Program
Specialist are performed in an office environment.
Junior RPs may be assigned to small offices or
to large ones where they are likely to be super-
vised by a Chief Religious Program Specialist.
Regardless of the size of the office of the chaplain,
the RP has a tremendous responsibility in render-
ing support to assigned chaplains.

This chapter will be devoted to describing the
general appearance and arrangement of office
spaces; the proper method of stowing materials;
the use and maintenance of office equipment;
office procedures for CRP personnel including
receptionist duties; the concept of privileged com-
munication; the Navy’s information security pro-
gram; the proper handling of “For Official Use
Only” information and records; and screening
procedures for enlisted service records.

An office makes a lasting impression on the
people who visit it. It should be noted that office
atmosphere is the product of both mental and
physical factors. Physical factors are the most
obvious and will be discussed in the following
section of this chapter.

GENERAL APPEARANCE
OF OFFICE SPACES

The amount of control that the RP will have
over the physical conditions in the office of the
chaplain will vary with the location and type of
duty. Conditions outside the RP’s control may
determine the kind of office that will be estab-
lished and the types of equipment used.
Regardless of the size and type of office, the RP
is normally assigned responsibility for maintain-
ing the appearance of the spaces allocated for use
in support of the Command Religious Program.

All gear and supplies must be properly secured
or stowed at the close of business each day. This
is especially important at sea since there is always
the possibility that the ship could encounter bad
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weather and rough seas. Shown below are certain
other tasks that the RP should routinely perform:

 Check and clear correspondence baskets
daily.

 Store supplies such as ink and carbon
paper so they will not stain other materials.

 Avoid accumulations of loose papers to
prevent possible fire hazards.

 Plan cleaning periods and field days so as
not to disturb the work of assigned chaplains.

 Dust desks frequently.

THE RP’s DESK

RPs are responsible for maintaining their own
desks. Desks should be kept in a neat and
orderly fashion at all times. Listed below are some
ideas for establishing sound organizational
procedures for maintaining desks:

 Shallow trays or drawers may be used to
store pencils, erasers, paper clips, and other small
articles.

 Slanted stationery trays maybe used in the
upper drawers of desks to separate different types
of stationery.

 Carbon paper should be kept in its original
box to keep it from curling or soiling the
stationery.

 Unused stencils and correction fluid should
be stored in a supply cabinet.

 Personal
separate drawer

belongings should be kept in a
of the desk.



 Desks should be cleared at the end of the
day and desk drawers should be closed tightly.

 Classified material should be kept in
designated spaces rather than in individual desks.

OFFICE ARRANGEMENT

As stated previously, an office makes an
immediate and lasting impression on the in-
dividuals who visit it. The RP plays a vital role
in seeing that the office spaces (afloat and ashore)
allocated to support the CRP are properly ar-
ranged. Figure 2-1 shows some important “Do’s”
of office arrangement. It is important to
remember that the best arrangement is the one
that will facilitate the work most efficiently and
effectively.

STOWAGE OF MATERIALS

Supplies should be stowed so that they are kept
out of the way and in good condition. The RP
will be handling a large amount of material, in-
cluding ecclesiastical supply items, that must be
stowed. Closed cabinets should be used to store
supplies if at all possible. These cabinets are
preferable to open shelves because they protect
materials from dust and damage.

Wrapped packages should be labeled for easy
identification and only one package of each kind
of material should be opened at any given time.
This helps avoid waste and ensures that the of-
fice of the chaplain is doing its part in using
command funds efficiently.

Mimeograph stencils and ink must be stored
in moderate temperatures and away from direct
sunlight. Also, other materials should not be
placed directly on top of a package of stencils
since this may damage the stencils.

Spirit process duplicator (Ditto) fluid is quite
toxic and it is imperative that this fluid be stored
in a well-ventilated, cool place. Since a little
amount is all that is needed for each use, only a
limited amount of this fluid should be main-
tained. On Navy ships there are regulations
prohibiting the stowage of toxic materials in cer-
tain locations. RPs should check their command’s
regulations/instructions concerning stowage of
Ditto and other toxic materials. It is important
to remember that being safety conscious is an
attribute that every RP MUST possess.

OFFICE EQUIPMENT

A Religious Program Specialist is required by
occupational standards to type at 30 words per
minute and to operate office equipment. Shown
below are the specific occupational standards for
RP3 which either directly or indirectly require
these skills.

OCCUPATIONAL STANDARDS—RP3

38825—OPERATE OFFICE EQUIPMENT

3 8 8 2 6 – T Y P E  A T  3 0  W O R D S  P E R
M I N U T E

38832—TYPE AND ROUTE CORRE-
SPONDENCE AND MESSAGES

38837—PREPARE AND PROCESS AD-
MINISTRATIVE, OPERATIONAL,
AND ECCLESIASTICAL REC-
ORDS AND REPORTS

38839—TRANSCRIBE CHAPLAIN IN-
TERVIEW RECORDS

38847—TYPE DIRECTIVES

94621—CLEAN, OIL, AND MAKE MINOR
OPERATING ADJUSTMENTS TO
OFFICE AND AUDIOVISUAL
EQUIPMENT

In order to operate office equipment cor-
rectly, the RP should also be able to provide
routine maintenance for the equipment that is
maintained in the office of the chaplain in sup-
port of the CRP. The following sections of this
chapter will be devoted to explaining routine
maintenance requirements and procedures for
some of the office equipment which the RP may
be tasked to maintain.

TYPEWRITER MAINTENANCE

A typewriter is a heavy and sturdy piece of
equipment, but it is actually quite delicate and
should be handled with caution. The following
routine procedures should be observed:

 A typewriter must be properly placed so
that it will not fall or be knocked off the desk.
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Figure 2-1.—Office arrangement procedures.
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Figue 2-2.—Proper method of lifting a typewriter.

 When a typewriter must be lifted or
moved, it should be gripped by its case and
NEVER by the carriage (figure 2-2).

 Typewriters should be covered when not
in use.

 A soft dry cloth should be used to clean
the outside of the typewriter.

 Care should be taken to see that erasure
crumbs do not fall inside the mechanism.

 Typewriters should be checked daily to see
if they are in good working condition.

 Service representatives should be called
when major work is required to fix a typewriter.

MIMEOGRAPH OPERATION
AND MAINTENANCE

On occasion, RPs are called upon to operate
a Mimeograph. It is important that the operating
manual for the model being used be studied prior
to operation of the machine. If possible, the RP
should receive instructions on operating a
Mimeograph from an experienced operator. This
type of machine is extremely delicate and a minor
mistake in operation or adjustment could be
costly. Detailed information on preparing and
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“cutting” stencils is provided by individual
manufacturers in each pack of stencils.

Regular maintenance of a Mimeograph is a
must. The RP should ensure that the following
actions are observed in regard to maintaining this
machine in good operating condition:

 The cylinder should be left with the ink pad
side “up” when the Mimeograph is not in use.

 A long-handled brush with soft bristles
should be used to clean lint out of the
Mimeograph.

 Feed rolls should be washed once a week
with clear warm water. A clean damp cloth is
used for this purpose.

 Retainer pads and the feed pad can be
removed and reversed when they become worn.
The feed pad should be reversed each time it is
cleaned whether it shows wear or not.

 The impression roller should be washed
regularly with a cloth dampened with a solution
of mild soap and warm water. This roller should
NEVER be immersed in water. Other cleaning
fluids should NOT be used as they may damage
the roller.

 The ink pad should be covered with
Mimeograph paper and the backing sheet of a
stencil when the machine is not in use. Excess ink
is absorbed by the paper and the backing sheet
keeps out dust.

 A Mimeograph should not be located in
direct sunlight or near a radiator as excess heat
tends to cause ink leakage.

SPIRIT PROCESS DUPLICATOR
OPERATION AND MAINTENANCE

Spirit process duplicator machines are used ex-
tensively throughout the Navy and are normally
referred to as “Ditto” machines. NOTE: The
word “Ditto” is actually the trade name of the
spirit process duplicator machine manufactured
by the Bell and Howell Company.

The main advantage of the Ditto machine over
a Mimeograph is its compact size which is ideal
for use aboard small ships. A disadvantage is that



a limited number of copies (usually not more than
150) can be produced from a single Ditto master
stencil while the Mimeograph can produce up to
1000 copies from a single stencil.

Ditto Master Stencil Preparation

Before proceeding to an explanation of
stencil preparation, the Ditto master will be dis-
cussed. The white Ditto master (overlay) is
attached to a sheet of paper which is thickly
coated with a carbon substance. Typing and hand-
stylus impressions are made on the overlay and
cause the carbon substance to be imprinted on the
reverse side of the master. When the overlay is
attached to the Ditto machine, the carbon-coated
sheet is detached. The carbon impressions of the
Ditto master are moistened by the duplicating
fluid as the drum is rotated, which in turn
transfers the carbon dye to the paper being fed
into the machine. This transfer yields an exact
reproduction of the master.

Preparing a neat and accurate Ditto master
stencil is one of the more important secretarial
tasks that the RP will perform. Command
Religious Program announcements are often
distributed to command personnel through the use
of Ditto copies. Just as the appearance of the of-
fice of the chaplain makes an instant and lasting
impression, an information’ ‘flyer” or announce-
ment will also leave lasting impressions. If the
announcement is neatly prepared with concise and
accurate information, it will probably give
people the impression that the office of the
chaplain is an efficient and caring organization.
Therefore, it is important that the RP prepare
each Ditto master with these thoughts in mind.
The following helpful hints should aid the RP in
preparing Ditto masters:

 The “flimsy” sheet of paper that is
inserted between the Ditto overlay and the
carbon attachment MUST be removed before it
is possible to have impressions transferred to the
back of the overlay. NOTE: If there is some art-
work involved, the” flimsy” may be left between
the overlay and carbon attachment while the art-
work is penciled lightly onto the overlay. The
artwork can then be retraced with a stylus when
the “flimsy” is removed.

 If an electric typewriter is being used, a test
line should be typed on a Ditto master at each

typing pressure setting. A copy should then be run
and the RP can select the pressure that will pro-
vide the best copy. For manual typewriters, the
typing pressure lever should be set to a medium
or light position for best results.

 A Ditto master should be left in the
typewriter when errors are corrected. The
typewriter platen should be turned until there is
enough room to separate the perforated overlay
from the carbon backing. A razor blade or other
sharp-edged instrument should then be used to
lightly scrape the carbon deposit of the incorrect
characters from the back of the overlay. Next, a
clean piece of Ditto carbon should be placed
between the overlay and the original carbon. Then
the typewriter should be returned to its original
position and the correct letters typed. After the
correction has been made, the temporary carbon
that was used for this correction MUST be re-
moved before proceeding.

Ditto masters may be reused at a later date
if they are properly stored after the initial use.
The masters should be placed in large envelopes
and separated by’ ‘flimsy” sheets. It is imperative
that they be stored in a flat position to keep them
from becoming wrinkled.

Ditto Carbon Colors

Ditto carbon may be obtained in various
colors such as purple, red, green, yellow, black,
and blue. Purple is used most often in the Navy
because it produces a larger number of legible
copies than the other colors.

Different colors may be used on the same
Ditto master if required. This can be accomplished
by preparing a Ditto master using the various
colored carbons for each segment of work to be
produced. The carbon must be changed after each
section (each color) is completed; the result is
“one” Ditto master that needs to be run through
the Ditto machine “one” time to obtain a
multicolored product.

Ditto Machine Safety

Ditto machines actually require a limited
amount of maintenance. These machines have
very few parts to oil and the oiling process should
be performed by an authorized maintenance
technician. Personnel of the Instrumentman (IM)
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rating normally perform these duties aboard ship.
On ships without IMs stationed aboard, this
maintenance is performed by personnel from a
tender; or the Ditto machine is sent to a
maintenance facility ashore for service. The RP
should set up a preventive maintenance check with
the department having repair responsibility to en-
sure that Ditto machines are maintained in good
operating condition.

As previously discussed, Ditto duplication
fluid is quite toxic and should be stored in a well-
ventilated, cool place. Also, smoking CANNOT
be allowed in the immediate area of the Ditto
machine as the fluid is also flammable.

DRY ELECTRICAL
PROCESS MACHINES

Dry electrical process machines (fast-copy)
such as the one shown in figure 2-3 are used
extensively throughout the Navy. Letters, draw-
ings, and forms may be reproduced in a matter
of minutes or seconds depending on the
capabilities of the specific model. Since there are
several types of copying machines in use, it is im-
portant for RPs to review the operating manual
for the type or types used at their command.

These machines should not be used to
reproduce forms or publications that can be ob-
tained from stockrooms or other official sources.
The use of dry electrical process machines should

Figure 2-3.—Dry electrical process machine (fast-copy).

be kept to a minimum because the cost of
reproduction on these machines is normally far
greater than other methods. Carbon paper should
be used at the time of typing to obtain a few
extra copies; Ditto machines are appropriate for
up to 150 copies; Mimeograph machines are ap-
propriate for up to 1000 copies; and print shops
should be used when more than 1000 copies are
required. It is important for junior RPs to seek
the advice of their leading chief/petty officer as
to the most efficient and practical method of
reproduction.

OFFICE PROCEDURES FOR
CRP PERSONNEL

The RP plays a vital role in establishing sound
human relations practices within the office of the
chaplain both afloat and ashore. Visitors normally
encounter the RP before seeing a chaplain and
it is important for these visitors to feel relaxed
upon entering office spaces assigned to CRP per-
sonnel. To be a good receptionist, the RP must
understand that many of the people who seek the
advice and counsel of chaplains may not be in the
best of spirits. Therefore, it is imperative that RPs
be friendly.

RECEPTIONIST DUTIES

Good receptionists make it clear that they are
there to help. The RP receptionist should strive
to be pleasant, friendly, and gracious as a matter
of routine. Using good manners is a must even
though some visitors to the office of the chaplain
may seem to make unreasonable demands or
requests. Following are some suggestions for
greeting visitors to CRP office spaces:

 Visitors should be greeted as soon as possi-
ble after they enter the office spaces. A friendly
smile and pleasant tone of voice will help to place
visitors at ease.

 After visitors have been made to feel
welcome, the RP must then seek relevant infor-
mation concerning: name of visitor, reason for
visit, which chaplain (if appropriate) needs to be
seen, and if an appointment was made.

 The RP should never assume that a visitor
knows all about the office of the chaplain. It is
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important for the RP to listen attentively to in-
quiries to determine what course of action must
be taken.

 If the visitor is referred to a particular
chaplain, the RP should escort the person to that
chaplain’s office and provide the proper introduc-
tions, if needed.

 Visitors to the office of the chaplain should
NEVER leave with the feeling that they have run
into a ‘‘brick wall.” Receptionists must strive to
see that a visitor’s needs are met. NOTE: This
does not mean that RPs should try to counsel in-
dividuals in the absence of assigned chaplains. It
simply means that when a chaplain is not
available, an appointment should be made for a
future date; or, in emergency situations a chaplain
from another base or ship should be contacted
to render assistance if at all possible.

A receptionist often serves as a ‘‘buffer” for
assigned chaplains. The RP can save valuable time
by handling matters that do not require a
chaplain’s attention. However, caution should be
exercised to ensure that the responsibilities
assigned to chaplains are not assumed by RP per-
sonnel. REMEMBER, Religious Program
Specialists are limited to performing tasks which
do not require ordination or licensing. Although
members of the rating are obligated to support
chaplains and persons of all faith groups, an RP
cannot conduct worship services, administer
sacraments, or function as a pastoral counselor.
The RP does not exercise any of the ministerial
functions of a member of the clergy or Navy
chaplain.

TELEPHONE COMMUNICATIONS

Communicating effectively on the telephone
is more difficult than face-to-face conversation.
The reason for this is that gestures cannot be seen
or detected over the telephone. Gestures make up
the nonverbal part of a message between a sender
and a receiver. It is estimated that a message which
is transmitted in spoken words directly between
two persons is made up of:

MESSAGE PART PERCENTAGE

Actual words 7
Tone of voice 38

Gestures 55

With 55% of the message missing in conversations
which are not face to face, it is easy to under-
stand why communicating on the telephone is
more difficult than communicating face to face.
Following are a few helpful hints for improving
telephone communications in the office of the
chaplain:

 Strive to speak clearly and distinctly. Use
a steady voice that can be easily heard by the other
person on the line.

Make notes of the key points to be covered
before placing a call.

Vary the volume of the voice to help main-
tain interest.

 Speak slowly and enunciate words clearly
so that the other person can easily understand the
message.

 Strive to be polite and professional in
telephone conversations. One way to properly
answer the telephone in the office of the chaplain
is to say: “Office of the chaplain, Petty Officer
Jones speaking. May I help you?” Profes-
sionalism is served by identifying the organiza-
tion (office of the chaplain) and the individual
answering the telephone (Petty Officer Jones); and
politeness is shown by offering assistance (May
I help you?).

 When callers fail to identify themselves,
ask for their identity as tactfully as possible. For
example, “May I tell the chaplain who is calling,
please?”

 If a caller asks to speak to a particular
chaplain who is not available, the services of
another chaplain should be offered if at all pos-
sible; or a message should be taken and the caller
informed that the unavailable chaplain will return
the call.

 Telephones should be answered as
promptly as possible. Also, they should not be
left unattended during normal working hours.

 If an occasion arises where a caller must
be placed on “hold” for a period of time, it is
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proper and polite to explain the reason for the
delay. For example, “If you can wait a moment,
I’ll see if the chaplain is available. He’s in the
chapel complex. ” NOTE: The RP should check
back regularly with the person on hold to ensure
that the connection is not broken.

CRP PLANNING

The RP is often given numerous instructions
on planning and coordinating the Command
Religious Program by command and other as-
signed chaplains. It is extremely important for
RPs to make reminder notes when instructions are
given. This is especially true when instructions will
not be carried out immediately.

In the office of the chaplain, planning in sup-
port of the CRP is one of the most important
functions that RPs help perform. The following
two sections will be devoted to explaining the RP’s
role in scheduling appointments and CRP
activities for the office of the chaplain.

Scheduling Appointments

The office of the chaplain receives numerous
visitors and telephone calls during the course of
any given day. These visits and calls are often in
regard to making appointments to see a chaplain.
RPs are normally tasked by command chaplains
to  coord inate  the  schedul ing  o f  these
appointments.

It is imperative that the RP keep an accurate
appointment schedule. Appointments should be
recorded on each chaplain’s desk calendar and
scheduled with sufficient time between sessions
to ensure that appointments do not overlap.
Figure 2-4 is an example of an appointment
calendar.

Activity Calendars

Command Religious Program chapel facilities
are used for a multitude of religious, command,
and civil activities. A chapel complex is used dur-
ing normal duty hours, in the evenings, and on
weekends. Sound management practices are
needed to handle this tremendous amount of ac-
tivity to ensure that there are no conflicts in
scheduling.

An activity calendar such as the one shown
in figure 2-5 should be prepared and maintained
by the RP. A good practice is to have three

activity calendars prepared (one for the current
month’s activities and one for each of the follow-
ing 2 months). It is not uncommon to receive
requests to schedule meetings, ceremonies, and
other activities a month or more in advance. Ac-
tivity calendars should include four elements for
every activity scheduled. They are: time of event,
description of event, place of the event, and per-
son responsible for coordination of the event. For
routine recurring events such as regular weekly
religious services, the person responsible for
coordination purposes is not needed on the
calendar.

It is advisable for the RP to make duplicate
calendars so that command chaplains will have
an up-to-date list of chapel complex activities.
Also, any changes in scheduling should be im-
mediately made on the calendars to ensure that
continuity is maintained.

PRIVILEGED COMMUNICATIONS

Privileged communication is a technical legal
term which is defined as a special relationship in-
volving a spoken or written communication
between two or more persons. This relationship
seals the confessor/counselor from releasing any
information derived from the privileged com-
munication. The person protected is referred to
as the penitent/counselee. Privileged communica-
tion includes communication between a person
and a minister, priest, rabbi, chaplain, or
Religious Program Specialist in special
circumstances.

Earlier in this chapter, it was discussed on
several occasions that RPs do NOT function as
chaplains or members of the clergy in the per-
formance of their duties. It was also stated that
personnel selected for the RP rating were limited
to performing religious program tasks which do
not require ordination or licensing. However,
because of the nature of the duties that RPs
perform and their unique relationship with
chaplains, there will undoubtedly be situations
that arise in which the privileged communication
statute also applies to RPs. Listed below are situa-
tions in which the RP would probably be bound
by the privileged communication statute:

 A service member approaches an RP in the
barracks for the primary purpose of having the
RP relay information concerning a personal
problem to a chaplain.

2-8



Figure 2-4.—Sample appointment calendar.

 A service member approaches an RP in his
or her on-base or off-base quarters for the
primary reason of having the RP relay informa-
tion concerning a personal problem to a chaplain.

 A service member discusses a personal
problem with an RP for the purpose of seeking
advice as to whether the assistance of a chaplain

should be sought, or in order to expedite an ap-
pointment with a chaplain to obtain assistance
with the personal problem.

It is imperative that RPs receive extensive in-
structions from the command chaplain on their
duties and responsibilities in regard to privileged
communication situations. This is necessary
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because of the complex nature (legal and moral)
of the privileged communication statute. An ex-
ample in which the privileged communication
statute would NOT apply will show the complexity
of this issue. If a service member discusses a per-
sonal problem with a Religious Program Specialist
in the barracks because of the RP’s judgment as
a petty officer and not as a chaplain’s assistant,
then the conversation would not be protected by
the privileged communication statute.

Obviously, RPs must exercise caution and
restraint when an individual seeks advice from
them on a personal problem. Guiding troubled
personnel to seek advice from a chaplain is the
best course of action that the RP can take. The
RP MUST be polite and understanding but should
inform these individuals that assigned chaplains
are more qualified and have the responsibility for
pastoral counseling functions aboard the
command.

SECURITY OF
CLASSIFIED MATERIAL

In order to become a Religious Program
Specialist, an individual must be eligible for
access to classified information and materials. The
following sections will be devoted to explaining
the basic aspects of the information security pro-
gram within the Navy Department, and the RP’s
responsibility in regard to this program.

INFORMATION
SECURITY PROGRAM

National defense policies and procedures for
safeguarding classified information are set forth
in the Information Security Program Regulation
Manual (DOD 5200.1-R). The Department of the
Navy Information Security Program Regulation
Manual (OPNAVINST 5510.1) is used in the
Navy Department to implement DOD 5200.1-R.
As outlined in OPNAVINST5510.1, the specific
responsibilities for the Secretary of the Navy,
Chief of Naval Operations, Director of Naval In-
telligence (OP-009), commanding officers, and
those personnel who are granted access to
classified material are shown in figure 2-6.

The commanding officer has overall respon-
sibility aboard the command for ensuring
compliance with security regulations as outlined
in DOD 5200.1-R and OPNAVINST 5510.1.

Also, each command in the Department of the
Navy which is eligible to receive classified material
must designate an individual as the command’s
security manager. This individual must be an
officer or U.S. civilian employee (GS-11 or above)
and will be responsible for administration of the
information security program for the command.

Office of the chaplain personnel (chaplains
and RPs) should maintain a copy of DOD
5200.1-R and OPNAVINST 5510.1 for use in the
Command Religious Program. There may be
occasions when access to classified information
is necessary for the chaplain and/or RP to per-
form certain tasks. These two unclassified security
manuals provide a ready reference to help clear
up problem areas when questions arise concern-
ing security matters.

Purpose of Program

The purpose of the security program is to
ensure that official information of the Department
of the Navy relating to national security is pro-
tected to the maximum extent possible and for a
specified period of time as may be necessary. The
Department of the Navy Information Security
Program Regulation Manual (OPNAVINST
5510.1) establishes the procedures for identifying
information to be protected; prescribes a system
of classifying, downgrading, and declassifying in-
formation; prescribes policies and procedures for
safeguarding classified information; and
establishes a monitoring system to ensure effec-
tiveness of the program throughout the Navy.

Basically, the security program deals with the
safeguarding of information that should not be
allowed to fall into the hands of foreign govern-
ments because of the danger that such informa-
tion might be used to the detriment of the United
States. Information may be compromised through
careless talk, through actual subversion by enemy
agents, by careless handling of classified material,
and in various other ways. In order to help en-
sure that the office of the chaplain does its part
in protecting classified material, the RP needs to
develop sound security habits as a matter of
routine.

Security Definitions

There are many terms which are used in regard
to classified material. The following list was ex-
tracted from OPNAVINST 5510.1. RPs should
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INFORMATION SECURITY PROGRAM RESPONSIBILITIES

Secretary of the Navy

The Secretary of the Navy is responsible for the establishment and
maintenance of an Information Security Program to ensure effective com-
pliance with the provisions of U.S. Navy Regulations and General Orders,
Executive Orders, public laws, National Security Council, Department of
Defense, and other legally established directives regarding the protection of
classified information.

Chief of Naval Operations

The Chief of Naval Operations is responsible to the Secretary of the Navy
for policies relating to the security of classified information in the Depart-
ment of the Navy.

Director of Naval Intelligence

The Director of Naval Intelligence (OP-009) has been designated as the
officer primarily responsible to the Chief of Naval Operations for the effec-
tive compliance with and implementation of the Information Security Pro-
gram within the Department of the Navy.

Commanding Officers

Commanding Officers are responsible for compliance with and implemen-
tation of the regulations outlined in DOD 5200.1 R and OPNAVINST 5510.0
within their commands.

Personnel Granted Access

Every individual in the Department of the Navy who acquires access to
classified information is responsible for protecting that information in ac-
cordance with the regulations outlined in DOD 5200.1 R and OPNAVINST
5510.1 .

Figure 2-6.—Classified material responsibilities.

consult this publication for a detailed list of information before access is granted. “Need to
security terms. know” will be defined in a later section.

ACCESS.—The ability and opportunity to
obtain knowledge or possession of classified in- ACTIVE DUTY FOR TRAINING.—This
formation. NOTE: An individual does not have refers to full-time duty by an inactive duty
access to classified information merely by being reservist with the active military service of the
in a place where such information is kept. The United States for training purposes. Usually this
individual must have the “need to know” for the is for a 2-week period.
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ACTIVE STATUS.—The status of all inac-
tive duty ready reservists and those standby
reservists not officially placed on the Inactive
Status List.

ALIEN.—Any person not a citizen or a
national of the United States.

CLASSIFICATION.—The determination
that official information requires, in the interest
of national security, a specific degree of protec-
tion against unauthorized disclosure, coupled with
a designation signifying that such a determination
has been made.

CLASSIFIED INFORMATION.—Official
information” which has been determined to
require, in the interest of national security, pro-
tection against unauthorized disclosure which has
been so designated.

CLASSIFIED MATERIAL.—Any matter,
document, product, or substance on which
classified information is recorded.

CLEARANCE.—An administrative deter-
mination by competent authority that an in-
dividual is eligible for access to classified
information of a specific classification category.

COMMAND.—Any organizational entity
under one individual authorized to exercise direc-
tion and control. NOTE: This term includes unit,
base, squadron, activity, or any other indication
of organizational integrity.

COMMANDING OFFICER.—This term
includes commander, officer in charge, naval
representative, director, inspector, and any other
title assigned to an individual (military or civilian)
who through command status, has the authority
to render a decision with regard to a specific
question under consideration.

COMPROMISE.—A security violation which
has resulted in confirmed or suspected exposure
of classified information or material to an
unauthorized person.

COUNTERINTELLIGENCE.—That aspect
of intelligence activity which is devoted to destroy-
ing the effectiveness of inimical (hostile) foreign
intelligence activities and to the protection of the

information against espionage, individuals against
subversion, and installations or material against
sabotage.

CUSTODIAL RESPONSIBILITY.—The
responsibility for classified material which rests
with the command to whom the material is
charged.

CUSTODIAN.—An individual who has
possession of or is otherwise charged with the
responsibility of safeguarding and accounting for
classified information.

DECLASSIFICATION.—The determination
that classified information no longer requires, in
the interest of national security, any degree of pro-
tection against unauthorized disclosure, coupled
with a removal or cancellation of the classifica-
tion designation.

DOCUMENT.—Any recorded information
regardless of its physical form or characteristics.
This includes written or printed material; data
processing cards and tapes; maps; charts;
paintings; drawings; engravings; sketches; work-
ing notes and papers; reproductions by any means
or process; and sound, voice, or electronic
recordings in any form.

DOWNGRADE.—TO determine  that
classified information requires, in the interest of
national security, a lower degree of protection
against unauthorized disclosure than currently
provided, coupled with a changing of the
classification designation to reflect such lower
degree.

FOREIGN INTELLIGENCE.—The product
resulting from the collection, evaluation, analysis,
integration, and interpretation of all available in-
formation which concerns one or more aspects of
foreign nations or of areas of foreign operations
and which is immediately or potentially signifi-
cant to military planning and operations.

FOREIGN NATIONAL.—Any person not a
U.S. citizen, immigrant alien, or U.S. national is
considered to be a foreign national. American
citizens representing foreign governments, foreign
private interests, or other foreign nationals are
considered to be foreign nationals for purposes
of this regulation, when acting in that capacity.
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IMMIGRANT ALIEN.—Any person who
has been lawfully admitted into the United States
for permanent residence under an immigration
visa.

INACTIVE DUTY TRAINING.—Any train-
ing, instruction, or duty, as prescribed by the
Secretary of the Navy, performed by reservists on
inactive duty, with or without compensation. For
example, drills and approved correspondence
courses are part of this training.

INACTIVE STATUS.—The status of
members of the Standby Reserve who are offi-
cially placed on the Inactive Status List in ac-
cordance with regulations prescribed by the
Secretary of the Navy.

MARKING.—The physical act of indicating
on classified material the assigned classification,
changes in classification, downgrading and
declassification instructions, and any limitation
on the use of the classified information.

NATIONAL SECURITY.—The national
defense and foreign relations of the United States.

NEED TO KNOW.—The necessity for access
to, knowledge of, or possession of classified in-
formation in order to carry out official military
or other governmental duties. NOTE: Respon-
sibility for determining whether a person’s duties
require access to classified information and the
authorization to receive it rest upon the possessor
of the classified information and not upon the
prospective recipient.

OFFICIAL INFORMATION.—Information
which is owned by, produced for or by, or is
subject to the control of the United States
Government.

SECURITY.—A protected condition of
classified information which prevents unauthor-
ized persons from obtaining information of direct
or indirect military value. This condition results
from the establishment and maintenance of pro-
tective measures which enable a state of in-
violability from hostile acts or influence.

SECURITY VIOLATION.—Any failure to
comply with the regulations relative to the security
of classified material.

TRANSMISSION.—Movement involving the
actual transfer of custody and responsibility for
a document or other classified material from one
command to another command or other author-
ized addressee.

U N I T E D  S T A T E S  A N D  I T S  T E R -
RITORIES.—The 50 states; District of
Columbia; the Commonwealth of Puerto Rico;
the Territories of Guam, American Samoa, and
the Virgin Islands; the Trust Territory of the
Pacific Islands; the Canal Zone; and the Posses-
sions, Midway and Wake Islands.

UPGRADE.—TO determine that certain
classified information requires, in the interest of
national security, a higher degree of protection
against unauthorized disclosure than currently
provided, coupled with a changing of the
classification designation to reflect such higher
degree.

Classification Designations

Official information or material which re-
quires protection in the interest of national
security must be classified in one of three
categories depending upon the degree of
significance of the material. These categories are:
Top Secret, Secret, and Confidential. “For Of-
ficial Use Only” (FOUO) markings are not used,
to identify classified information. These markings
(FOUO) will be explained in another section of
this chapter. The next three sections will provide
an explanation and examples of Top Secret,
Secret, and Confidential material.

TOP SECRET.—Top Secret is the designa-
tion which will be applied only to information in
which the unauthorized disclosure could
reasonably be expected to cause EXCEP-
TIONALLY GRAVE DAMAGE to the national
security. Examples include:

1. Armed hostilities against the United States
or its allies.

2. Disruption of foreign relations vitally af-
fecting the national security.

3. The compromise of vital national defense
plans or complex cryptologic and communications
intelligence systems.

4. The revelation of sensitive intelligence
operations.
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5. The disclosure of scientific or technological
developments vital to national security.

SECRET.—Secret is the designation which
will be applied only to information or material
in which the unauthorized disclosure could
reasonably be expected to cause SERIOUS
DAMAGE to the national security. Examples
include:

1. Disruption of foreign relations significantly
affecting the national security.

2. Significant impairment of a program or
policy directly related to the national security.

3. Revelation of significant military plans or
intelligence operations.

4. Compromise of significant military plans
or intelligence operations.

5. Compromise of significant scientific or
technological developments relating to national
security.

CONFIDENTIAL.—Confidential is the
designation which will be applied only to infor-
mation or material in which the unauthorized
disclosure should reasonably be expected to cause
IDENTIFIABLE DAMAGE to the national
security. Examples include:

1. Compromise of information which in-
dicates strength of ground, air, and naval forces
in the United States and overseas areas.

2. Disclosure of technical information used
for training, maintenance, and inspection of
classified munitions of war.

3. Revelation of performance characteristics,
test data, design, and production data on muni-
tions of war.

PHYSICAL SECURITY
OF CLASSIFIED MATERIAL

Classified material (Top Secret, Secret, and
Confidential) is not normally stored in the office
of the chaplain. As a general rule, if a situation
arises which requires a chaplain and/or RP to
review classified material, the material is either:
(1) reviewed in the office of the chaplain by
authorized personnel only and returned im-
mediately to the person who has control of
classified material aboard the command; or
(2) the chaplain and/or RP proceed to the loca-
tion where classified material is maintained and

controlled. In either instance security
consciousness MUST be exercised at all times.

The RP should consult personnel in the ad-
ministrative office when questions arise con-
cerning the review and stowage procedures for
classified information. As previously discussed,
every individual in the Department of the Navy
who is granted access to classified information is
responsible for protecting that information. RPs
need to do their part in ensuring that the Com-
mand Religious Program does its share in pro-
tecting classified information in support of
national defense efforts.

“FOR OFFICIAL USE ONLY”
(FOUO) INFORMATION

AND RECORDS

Uniform standards and procedures for mark-
ing, handling, and safeguarding FOUO material
are contained in SECNAVINST 5570.2. This in-
struction also covers the control and protection
of all UNCLASSIFIED information and records
and other materials that are exempted from
general public disclosure.

The RP should exercise care to ensure that
Command Religious Program FOUO material
does not become accessible to unauthorized per-
sons. This material must be given a higher degree
of protection than other unclassified material.
Following are some procedures for safeguarding
FOUO material:

 FOUO material should not be left unat-
tended on desks.

 FOUO material should be placed out of
sight when not in use.

 Unauthorized personnel should not be
allowed in the area when FOUO material is
being reviewed.

It is important to note that the caveat “For
Official Use Only” is NOT a security classifica-
tion. However, FOUO material must be
safeguarded in accordance with SECNAVINST
5570.2 directives.

SCREENING ENLISTED
SERVICE RECORDS

Occasions may arise in which the RP is
tasked by assigned chaplains to screen an enlisted
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service record for specific background informa-
tion. Therefore, it is imperative that RPs know
and understand what information is contained in
enlisted service records. It is the responsibility of
the Personnelman (PN) to prepare and maintain
enlisted service records. The RP should consult
a PN in the personnel office when questions arise
concerning entries in these records.

SERVICE RECORD FOLDER

The enlisted service record is maintained in a
NAVPERS 1070/600 folder such as the one

shown in figure 2-7. This folder has a tab for
recording the name (last, first, and middle) and
social security number of the enlisted person for
whom the folder is prepared. A capital “R” is
placed after “USN” to indicate a person is a
member of the Naval Reserve. Both sides of the
folder are equipped with fasteners for filing
service record pages and other official/unofficial
papers.

Left Side of Folder

Required documents and unofficial pages and
papers filed for safekeeping are maintained on the

Figure 2-7.—Enlisted Service Record Folder (NAVPERS 1070/600).
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left side of the folder. These pages and papers may
include:

The original or a copy of standard transfer
orders with copies of the endorsements.

Travel claims.

Discharges.

Statements of service.

Naval correspondence course completion
letters.

Reports of examinations (other than
medical).

Service school certificates and diplomas.

Reports of separation from military
service.

Statements of Personal History.

Documents pertaining to completion of
security investigations.

Issuance of security clearance documents.

Birth certificates.

Marriage licenses.

Court decrees and orders.

Citizenship papers.

Correspondence pertaining to special
letters of commendation.

Copies of evaluation reports.

Certified reproduction of the Enlisted Per-
formance Record (NAVPERS 1070/609).
This record will be explained in another
section of this chapter.

Certified copy of History of Assignments
(NAVPERS 1070/605) pertaining to prior
naval service. This form will be explained
in another section of this chapter.

A Career Performance Data Separator
(NAVPERS 1070/617) shown in figure 2-8 is
placed on the left side of the folder. The follow-
ing items are placed beneath this separator:

History of Assignments (NAVPERS
1070/605) pertaining to prior naval service.

Copies of all performance evaluations.

Copies of commendations from prior and
current enlistments.

Copies of all DD Forms 214 (Certificate
of Release or Discharge from Active
Duty). The DD Form 214 will be explained
in another section of this chapter.

All other official and unofficial papers are filed
in chronological order (the latest date on top)
above the separator.

Right Side of Folder

The pages that comprise the actual service
record are retained on the right side of the
NAVPERS 1070/600 folder. These pages are
arranged in the following order beginning with
the first (bottom) page of the enlisted service
record.

 DD Form 4, Enlistment or Reenlistment
Agreement— Armed Forces of the United States.
(Page 1)

 NAVPERS 1070/601, Immediate Reenlist-
ment Contract. (Page 1)

 NAVPERS 1070/621, Agreement to Ex-
tend Enlistment. (Page 1A)

 NAVPERS 1070/622, Assignment to and
Extension of Active Duty. (Page 1B)

 VA Form 29-8286, SGLI Certificate of
Membership.

 NAVPERS 1070/602, Dependency Ap-
plication/Record of Emergency Data. (Page 2)

 NAVPERS 1070/603, Enlisted Classifica-
tion Record. (Page 3)
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Figure 2-8.—Career Performance Data Separator (NAVPERS 1070/617).
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Figure 2-9.—Enlistment or Reenlistment Agreement—Armed Forces of the United States (DD Form 4).
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Figure 2-10.—SGLI Certificate of Membership (VA Form 29-8286).
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Figure 2-11.—Immediate Reenlistment Contract (NAVPERS 1070/601).
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Figure 2-12.—Agreement to Extend Enlistment (NAVPERS 1070/621).
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Figure 2-13.—Assignment to and Extension of Active Duty (NAVPERS 1070/622).
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Figure 2-14.—Dependency Application/Record of Emergency Data—Part I (NAVPERS 1070/602).

2-25



Figure 2-15.—Dependency Application/Record of Emergency Data—Part II (NAVPERS 1070/602).

 Person(s) to receive unpaid pay and  Commercial insurance companies to be
allowances. Such pay and allowances include notified in case of death.
accrual of monies during a missing or captured
status, unused leave, travel, per diem, transpor-
tation of dependents and household goods, and  Insurance in force.

savings deposits found due from the Department
of the Navy. NOTE: Part II is the copy maintained locally

in a person’s service record. This part is the one
 Person(s) to receive allotment of pay if RPs will be tasked to check for information

member is missing or unable to transmit funds. specified by assigned chaplains.
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Block 67 (RELIGION) of NAVPERS
1070/602 will have one of the following codes
entered to indicate the member’s religious affilia-
tion or preference:

RELIGION ABBREVIATION

Advent Christian Church

African Methodist
Episcopal Church

African Methodist
Episcopal Zion Church

American Baptist
Association

American Baptist Churches

American Baptist Churches
in the USA

American Baptist
Convention

American Council of
Christian Churches

American Lutheran
Church, The

Anglican Orthodox
Church, The

Asbury Bible Churches

Assemblies of God

Associate Reformed
Presbyterian Church
(General Synod)

Associated Gospel
Churches, The

Atheist

Baptist

Baptist

Baptist

Bible Fellowship

Churches, Other

General Conference

DA

DB

DC

C A

06

CI

CH

AO

GB

BA

04

LA

BO

75

BB

10

DD
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RELIGION ABBREVIATION

Baptist Missionary Associa-
tion of America

Bible Presbyterian Church

Bible Protestant Church

Brethren in Christ
Fellowship

Brethren Church

Buddhism

Central Bible Church

Christian Church (Disciples
of Christ)

Christian Churches and
Churches of Christ

Christian Crusade

Christian Methodist
Episcopal Church

Christian and Missionary
Alliance

Christian—No Denomina-
tional Preference

Christian Reformed Church

Christian Science (First
Church of Christ, Scientist)

Church of Christ

Church of God

Church of God (Anderson,
IN)

Church of God (Cleveland,
TN)

Church of God General
Conference

Church of God in Christ

Church of God in North
America

CD

BH

AB

BC

12

14

JT

24

JB

BD

DE

JA

13

DF

16

18

20

DG

JC

DV

19

DH



RELIGION ABBREVIATION

Church of God of
Prophecy

Church of Jesus Christ of
Latter-Day Saints (LDS)

Church of the Nazarene

Church of the United
Brethren in Christ

Churches of Christ

Churches of Christ in
Christian Union

Churches of God, General
Conference

Congregational Methodist
Church

Conservative Baptist
Association of America

Conservative Congrega-
tional Christian Conference

Conservative Judaism

Cumberland Presbyterian
Church

Eastern Orthodox Churches

Elim Fellowship

Elim Missionary Assemblies

Evangelical Church
Alliance, The

Evangelical Church of
North America

Evangelical Congregational
Church

Evangelical Convenant
Church in America

Evangelical Free Church of
America

ED

38

50

JD

EP

JE

D X

A C

JF

JG

FB

LB

53

JH

JV

47

45

DJ

46

JJ
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RELIGION

Evangelical Friends
Alliance

Evangelical Lutheran
ches, Association of

ABBREVIATION

JK

Chur-
GD

Evangelical Methodist
Church

Evangelical Methodist
Church of America

Fellowship of Grace
Brethren Churches

Free Lutheran Congrega-
tions, The Association of

Free Methodist Church of
North America

Free Will Baptists

Free Will Baptists, NC
State Convention of

Friends

Full Gospel Pentecostal
Association, The

Fundamental Methodist
Church, Inc.

General Association of
General Baptists

General Association of
Regular Baptist Churches

General Commission on
Chaplains and Armed
Forces Personnel

General Conference of the
Brethren Church

Grace Gospel Fellowship

Hindu

Independent Baptist Bible
Mission

JL

AD

EJ

JU

NB

CE

DL

32

55

AE

CF

CG

DO

JS

05

49

07



RELIGION

Independent Baptist
Churches

Independent Churches
Affiliated

Independent Denomina-
tional Endorsing Agencies

Independent Fundamental
Bible Churches

Independent Fundamental
Churches of America

Independent Lutheran
Churches

International Church
Four-Square Gospel

Jehovah’s Witnesses

Jewish

of the

Kansas Yearly Meeting of
Friends

Lutheran Churches

Lutheran Church in
America

Lutheran Church—
Missouri Synod

Lutheran Council in
USA

Methodist Churches

the

Methodist Protestant
Church

Militant Fundamental Bible
Churches

Missionary Church, The

Missionary Church
Association

ABBREVIATION

BE

AF

EO

A G

EH

BF

JM

34

36

JW

40

G A

GC

41

44

AK

A L

JR

JX

RELIGION

Moravian Church

Muslim

National Association of
Congregational Christian
Churches

National Association of
Evangelical

National Association of
Free Will Baptists

National Baptists Con-
vention of America

National Baptist Con-
vention, USA, Inc.

No Preference Recorded

No Religious Preference

North American Baptist
Conference

Ohio Yearly Meeting of
Friends

Open Bible Standard
Churches, Inc.

Orthodox Judaism

Orthodox Presbyterian
Church, The

Other Religions

Pentecostal Churches

Pentecostal Church of God
of America, Inc.

Pentecostal Holiness
Church

Plymouth Brethren

Presbyterian Churches

Presbyterian Church in
America

ABBREVIATION

DM

48

DN

JO

09

DP

DQ

00

01

DR

JY

JN

FC

LE

74

56

JP

JQ

EK

58

LH
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RELIGION ABBREVIATION

Presbyterian Church in the
US

Presbyterian Council of
Chaplains and Military
Personnel

Primitive Methodist
Church, The

Primitive Methodist
Church, USA

Progressive National
Baptist Convention, Inc.

Protestant Episcopal
Church

Protestant—No Denomina-
tional Preference

Protestant—Other
Churches

Reformed Judaism

Reformed Churches

Reformed Church in
America

Reformed Church in the
United States

Reformed Episcopal
Church

Reformed Presbyterian
Church, Evangelical Synod

Reorganized Church of
Jesus Christ of Latter-Day
Saints

Roman Catholic Church

Salvation Army, The

Schwenkfelder Churches,
The General Conference of

LC

LJ

NC

DS

DT

26

72

70

FA

60

DU

EL

EM

LF

EN

62

64

DY

RELIGION ABBREVIATION

Seventh-Day Adventists

Seventh-Day Baptist
General Conference

Southern Baptist
Convention

Southern Methodist Church

Southwide Baptist Fellow-
ship

The Swedenborgian
Church, General Confer-
ence of

Tioga River Christian
Conference

Ukranian Evangelical
Baptist Conference

Unitarian Universalist
Association

United Christian Church

United Church of Christ

United Methodist Church,
The

United Pentecostal Church,
International

United Presbyterian
Church, Evangelical Synod

United Presbyterian Church
in the USA

Unknown

The Wesleyan Church

World Baptist Fellowship

Enlisted Classification Record
(NAVPERS 1070/603–Page 3)

02

DW

08

NE

BG

DZ

AH

AJ

66

AM

68

NA

57

LD

LG

99

ND

CJ

The Enlisted Classification Record (NAV-
PERS 1070/603) which is shown in figure 2-16 is
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Figure 2-16.—Enlisted Classification Record (NAVPERS 1070/603).
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normally prepared by the “classification inter-
viewer” at recruit training commands. This form
includes information about the recruit prior to and
at the time of entry into the Navy. Such infor-
mation as the recruit’s aptitude test scores, civilian
education and training, personal interests, and the
classification interviewer’s recommendation
regarding the enlisted member’s assignment is
contained on this form. This service record page
is a permanent record and remains unchanged
during the enlisted member’s career in the Navy.

Navy Occupation/Training and
Awards History (NAVPERS
1070/604—Page 4)

The Navy Occupation/Training and Awards
History (NAVPERS 1070/604) is a three-page
form. Page 1 (figure 2-17) provides information
concerning the service member’s Navy Enlisted
Classification (NEC) codes, record of special
designations, record of Navy service schools
attended, training courses completed, and educa-
tional experience.

Page 2 (figure 2- 18) provides information con-
cerning the member’s personnel advancement
requirements, performance tests, advancements
in rate, reductions in rate, changes in rating,
record of off-duty education and voca-
tional/technical training, good conduct awards,
decorations and marksmanship awards, cam-
paign/service and other awards, and other
training courses/instructions completed. Page 3
(figure 2-19) provides information on personnel
qualification standards completed.

History of Assignments
(NAVPERS 1070/605–Page 5)

The History of Assignments (NAVPERS
1070/605) shown in figure 2-20 provides a
chronological record of the ships and stations that
an enlisted person has been assigned to during an
active duty career. It is also used to record the
dates of a member’s enlistments, extensions, and
discharges. The History of Assignments is a
permanent part of the service record while the
enlisted person is on active duty. If the enlisted
member is discharged or released from active
duty, the PN takes one of the following actions:

 The original is forwarded with the closed
service record to the Naval Reserve Personnel
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Center, except for members who immediately
reenlist.

 The original is forwarded directly to the
Commander Naval Military Personnel Command
with other required documents for members who
immediately reenlist.

 A certified copy is placed on the left-hand
side of the new service record under the Career
Performance Separator in the case of an
immediate reenlistment.

 A certified copy is given to a member who
is being discharged, transferred to the Fleet
Reserve, Retired Reserve, or permanently retired.

Record of Unauthorized
Absence (NAVPERS 1070/606-Page 6)

A Record  o f  Unauthor ized  Absence
(NAVPERS 1070/606) is shown in figure 2-21.
This form is used to:

 Report all unauthorized absences in excess
of 24 hours.

 Report changes to expiration of active
obligated service dates.

 Report expiration of enlistment dates as
a result of unauthorized absence and/or time not
served because of civil confinement.

 Report confinement of enlisted persons in
the hands of civil authorities.

 Correct or modify a report made on a
previous NAVPERS 1070/606.

Court Memorandum
(NAVPERS 1070/607–Page 7)

A Court Memorandum (NAVPERS 1070/
607) is shown in figure 2-22. This form is used
to report all court-martial actions where a guilty
finding is made by the court and approved by the
convening authority. This form may also be
used to report:

 Any nonjudicial punishment that affects
pay including reduction in paygrade.



Figure 2-17.—Navy Occupation/Training and Awards History—Page 1 (NAVPERS 1070/604).
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Figure 2-18.—Navy Occupation/Training and Awards History—Page 2 (NAVPERS 1070/604).
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Figure 2-19.—Navy Occupation/Training and Awards History—Page 3 (NAVPERS 1070/604).
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Figure 2-20.—History of Assignments (NAVPERS 1070/605).
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Figure 2-21.—Record of Unauthorized Absence (NAVPERS 1070/606).
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Figure 2-22.—Court Memorandum (NAVPERS 1070/607).
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 Administrative actions such as contempt
of court.

 Changes t o  p r e v i o u s  N A V P E R S
1070/607s.

Enlisted Performance Record
(NAVPERS 1070/609–Page 9)

T h e  E n l i s t e d  P e r f o r m a n c e  R e c o r d
(NAVPERS 1070/609) is shown in figure 2-23.
This record provides a cumulative account of an
enlisted member’s performance evaluations.
Enlisted performance evaluations are used to
determine:

    The performance multiple for
advancement.

  Selection to warrant or commissioned
status.

  Selection for special programs, projects,
and courses of instruction.

   The awarding of the Good Conduct Medal
and/or Certificate.

  Type of discharge.

  Reenlistment desirability.

  Reduction in rate for incompetency.

 Early separation by administrative
discharge.

Record of Personnel Actions
(NAVPERS 1070/610–Page 10)

The Record of Personnel Actions (NAVPERS
1070/610) shown in figure 2-24 is used to record
changes in rate or rating, proficiency pay, citizen-
ship, and other appropriate entries.

Record of Naval Reserve Service
(NAVPERS 1070/611–Page 11)

The Record of Naval Reserve Service
(NAVPERS 1070/611) shown in figure 2-25 pro-
vides a chronological record by anniversary year
of retirement points earned by Naval Reserve
enlisted personnel. For individuals who were
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members of the Naval Reserve on 1 July 1949,
the anniversary year begins on 1 July and ends
on 30 June as long as service in the Reserve was
or is continuous. The anniversary year begins on
the date of enlistment or reenlistment for in-
dividuals enlisting or reenlisting with broken
service in the Naval Reserve after 1 July 1949.

Administrative Remarks
(NAVPERS 1070/613–Page 13)

T h e  A d m i n i s t r a t i v e  R e m a r k s  p a g e
(NAVPERS 1070/613) shown in figure 2-26 is
used as a chronological record of significant
miscellaneous entries not provided for elsewhere
in the service record. It is also used for recording
more detailed information concerning entries on
other service record pages.

Record of Discharge From the
U.S. Naval Reserve—Inactive
(NAVPERS 1070/615–Page 14)

A Record of Discharge From the U.S. Naval
Reserve—Inactive (NAVPERS 1070/615) shown
in figure 2-27 is prepared upon the honorable
discharge of an enlisted reservist on inactive
duty by reason of expiration of enlistment or
obligated service. Discharge of enlisted reservists
on inactive duty for any other reason is recorded
on the Administrative Remarks page (NAVPERS
1070/613) of the service record.

Certificate of Release or
Discharge From Active Duty
(DD Form 214–Page 15)

The Certificate of Release or Discharge From
Active Duty (DD Form 214) serves as the last page
of the enlisted service record. Copy 2 of this form
is shown in figure 2-28 and is prepared for each
enlisted person who is being separated or dis-
charged from active duty and at certain times
when the enlisted person has a change of status
but continues on active duty. This copy would be
the last page of the service record and is placed
on top of the right side of the NAVPERS
1070/600 (Enlisted Service Record Folder). Copy
1 shown in figure 2-29 is given to the enlisted
member. The RP would have to check the left side
of the NAVPERS 1070/600 folder under the
separator (NAVPERS 1070/617) for screening
DD Form 214 information specified by assigned-



Figure 2-23.—Enlisted Performance Record (NAVPERS 1070/609).
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Figure 2-24.—Record of Personnel Actions (NAVPERS 1070/610).
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Figure 2-25.—Record of Naval Reserve Service (NAVPERS 1070/611).
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Figure 2-26.—Administrative Remarks (NAVPERS 1070/613).

chaplains. Copy 7 (figure 2-30) is maintained on
the left side of the enlisted service record at the
member’s local command.

CONFIDENTIALITY OF
SERVICE RECORDS

Enlisted service records are the property of the
Government and the information contained in
these records is for the Navy’s official use. It is
important for the RP to screen enlisted records
carefully. Loss of material from a service record
could adversely affect a person’s career.

The RP should also be aware of the confiden-
tial nature of service records. Care should be
exercised to ensure that unauthorized persons do
not gain access to information contained in
enlisted service records. Following are some pro-
cedures for safeguarding enlisted service records:

 An enlisted service record should not be
left unattended on a desk.

 An enlisted service record should be
placed out of sight when not being screened for
information specified by assigned chaplains.

 Unauthorized personnel should not be
allowed in the area when service records are be-
ing screened by the RP.

SUMMARY

This chapter contains information pertaining
to managing the office of the chaplain; office
equipment utilized in the Command Religious
Program including operating procedures and
maintenance; CRP office procedures including
receptionist duties and telephone communica-
tions; RP responsibilities in regard to privileged
communications; security of classified material
and the information security program; “For Of-
ficial Use Only” information and records; and
screening enlisted service records.

It is important to remember that RPs perform
vital office-related tasks in support of the Com-
mand Religious Program. Therefore, the RP must
strive to be the best office worker and manager
possible in order to meet the needs of both the
CRP and the Navy.
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Figure 2-27.—Record of Discharge from the U.S. Naval Reserve—Inactive (NAVPERS 1070/615).
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Figure 2-28.—Certificate of Release or Discharge from Active Duty—Copy 2 (DD Form 214).
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Figure 2-29.—Certificate of Release or Discharge from Active Duty—Copy 1 (DD Form 214),
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Figure 2-30.—Certificate of Release or Discharge from Active Duty—Copy 7 (DD Form 214).
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